ILL Policies Directory

The OCLC Policies Directory is a central place for the loan policies of libraries using WorldCat
Resource Sharing. A link to the policies directory is available from within the Resource Sharing
system. It can also be accessed directly at http://illpolicies.oclc.org.

The Policies Directory allows the library to:

1. Share contact information, lending policies, closure dates, and supplier status of the library, and
2. Identify the same information about potential lenders within the WorldCat Resource Sharing sys-
tem.

Searching the ILL Policies Directory

1. Log in to the directory using the WorldCat

Resource Sharing authorization and pass- S ib il Advanced Search
word.

Unit Search
Upon logging in to the Policies Directory, the Search for | |
search options are displayed. Information on by @ Institution Symbol O Institution or Unit Name
Institutions or Groups may be found in the
Policies Directory.

Group Search

Search for | |

Institutions/Units refer to a library or one of its (o) e (e (et e

branches. Groups refers to groups of libraries
profiled by OCLC such as LVIS (Libraries

Very Interested in Sharing).

BaSiC Search: Basic Search Advanced Search
Search by OCLC or Group Symbol or search

for keywords in the institution’s or group’s

name. Advanced Search

Institution/Unit Information

Name

Group Affiliation

| |
| |
Regional Service Provider | |
| |

Advanced Search: City
Search in more than one field. For example, a State/Region

search may be limited to libraries in Idaho that ALY | ]
loan DVDs. Library Type | 3

OCLC Supplier []
International Lender [

Policy Information

Format

Delivery Method
Billing Method
Request Method

O
<
2%

Rush Supported


http://illpolicies.oclc.org/
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Changing Supplier Status

Supplier Status indicates an institution’s lending status. That is, whether or not they are accepting inter-
library loan requests for items.

Libraries may need to temporarily stop loaning materials due to staff changes, holidays, or school
breaks. If the temporary change in status is for 184 or fewer days, the change in supplier status can be
made from within the Policies Directory. Longer or permanent changes should be made by contacting
the OCLC Help Desk at 800-854-5753.

From any screen within the Policies Diretory, click MY UNITS at the top, right of the window. If the
library has multiple units (branches) then all units for which the current account has editing privileges
will be listed.

POLICIES DIRECTORY MY UNITS SEARCH | HELP | EXIT

Search the Policies Directory!

Basic Search Advam:ed Search

When viewing MY UNITS, click CHANGE SUPPLIER STATUS.

NEW UNIT CGHANGE SUPPLIER STATUS

Unit Name

1. OCLC WESTERN - default (TO@)
. |

NEW UNIT CGHANGE SUPPLIER STATUS

Enter the starting and ending dates during which the library will NOT loan materials. Use the calendar
icon next to the data boxes to easily select from a calendar. When done, click SAVE.

onve X neser )

Change OCLC ILL Supplier Status
OCLC Supplier Yes



Editing the Library’s Unit Record

The information available within the UNIT tab provides a general overview of the library with contact
information, the type of collections available, holiday schedules, and type of library.

NOTE: All edits to policies start by selecting the unit from the MY UNITS list. To select a unit, click
on the hyperlinked name of the unit listed under “Unit Name.”

Information

1. View the Information section by clicking
INFORMATION within the Unit tab.

The Information section has basic details about
the library including location and type of library.
To learn more about a field in the record, click
the field name. A smaller window will pop up
with a description.

2. Click EDIT to edit the Information details.
Items that can be edited have a text box to enter
the details.

3. When done entering details, click SAVE.

Information Detail

Institution Information
Institution
Institution Symbol
OCLC Supplier
Regional Service Provider
Group Affiliations
Additional Symbols

OCLC Relationship
Profiled Address

Unit Information
Unit
Show Directory Data To

Reciprocal Lender
International Lender
Library Type
Library Homepage
Non-circulating

Addresses
Shipping Address
Return To Address

OCLC WESTERN
TQ@

Yes  Change
OCLC WESTERN
NWGA , W#9N

WaLyOCLC

Full

LACEY / Washington / 98503- 1040

To edit the "Information” record,
click EDIT.

default

OCLC Member Libraries Only

Yes

No

Dental Library , Parliamentary Library , Regional Service Provider
http://www.oclc.org/western

This is a training symbol only. We do not circulate anything.

4224 6th Ave SE / Bldg. 3 / Lacey / Washington / 98503-1040
4224 6th Ave SE / Bldg. 3 / Lacey / Washington / 98503-1040

L new J
Contacts
. L . . Contacts Summary

1. Click CONTACTS within the Unit tab to edit Type Name
the library’s contact details. 1. General Contact Margi Mann

2. After Hours Contact Rick Newell
2. For existing contacts, click the hyperlinked 3. General Contact te i (BT
contact type to view the individual’s record. If 4. Borrowing Contact o St
edits are needed, click EDIT. Lending Contact red sm
3. Enter updated information in the space provided, G’Nuj Landng Contaet ¥ €D G
then click SAVE. phous
4. To add a new contact, click NEW and a blank ETT' o e
entry form will appear. Note
5. Enter the information for the new contact in the e Address Type .
space provided, then click CREATE. e

City

6. To delete an existing contact, click DELETE in state/Region 2
the Contacts Summary or when viewing an 7ip/postal Code

individual’s contact record.
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Schedule

This information allows potential borrowers to identify regular times during the year when the library
is available. Libraries may choose to enter specific holidays when closures take place.

1. Click SCHEDULE within the Unit €2

Schedule

tab to view the Schedule Detail. Closed Datas oo Yoo
“ Description  [Thanksghing weekend
. Dates @tu
2. To add a new set of dates, click ADD Note  O0LG Wastam i ciosed the thureday
. . and Friday of Thanksgivin
within the record. A
Closed Dates oo }
“ Description  [Hours of aperation
3. Complete the Description, Dates, and pates Mo
Note reflecting the library’s policies. SR [ open o T am o 6 pm pac

Dates and Note may be left blank.

4. When done entering or editing information, click SAVE.

Collections

The collections area of the policies record allows the library to highlight a specific collection available.
It may be a “discrete set of items held by the library such as Music or Science, or could also be a sepa-
rate branch or department.”

1. Click COLLECTION within
the Unit tab to view the Collection
Summary. Collection

¥ Collection Name
2. To add a new collection to the URL
list, click NEW.

Note

3. Enter the collection name, a
URL if it can be accessed online,
and any notes about the collection. The URL and Note may be left blank.

4. When all the information is entered, click CREATE.

5. To view the details of an existing collec- €D €D

tion, click the link for the collection in the Eoliection[Detail - -
. . Collection Name Spokane Histo

Collection Summary list i Y

Note Includes lots of neat stuff.

http: //www.spokaneoutdoors.com/spokhist.htm

6. To change the collection name, URL, or
notes, click EDIT when viewing the D T
Collection Detail.

7. Makes changes in the space provided, then click SAVE when done.



Editing Policies

The information within the POLICIES tab in the system allows the library to specify lending policies,
fees for loans, and potential requests to deflect.

Copies
1. Click COPIES in the Policies tab to view _ -
the Copy Policies Summary. LIS Policies

o opies | Loans | Deflections
2. To create a new Copy Policy in the system,

click NEW. [ NEW

. Conv Policies S
3. Enter a Name for the Policy. py Policies summary

Policy Name Copy Methods
1. copies Photocopy

4. Identify the copy methods used by selecting

from the drop-down box, then clicking ADD.

Repeat this for each copy method used to pro- 2. Copies to Idaho libraries Photocopy
vide copies.

5. Complete the rest of the record. Descrip-
tions for each field are available by clicking the hyperlink for that field.

6. When done entering information, click NEXT continuing through all 3 forms of the Copy Policy
record.

7. When all 3 forms of the Copy Policy record are complete, click NEXT to go to Copy Policy
review, and then click CREATE to create the policy.

8. To delete a copy policy, click DELETE next to the record in the Copy Policies Summary.

9. To edit an existing policy, click the hyperlink for that policy, then click EDIT to edit the various
pieces of the record.

Loans

1. Click Loans in the Policies tab to view the Loan Policies Summary.
2. To create a new Loan Policy record, click NEW

3. Complete the information requested on all 3 pages of the policy record clicking NEXT to move to
the next form.

4. When all 3 forms of the Loan Policy record are complete, click NEXT to go to Loan Policy Review,
and then click CREATE to create the policy.

5. To delete a copy policy, click DELETE next to the record in the Loan Policies Summary.

6. To edit an existing policy, click the hyperlink for that policy, then click EDIT to edit the various
pieces of the record.
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Deflections

Within the ILL Policies Directory, libraries may choose to set up automatic deflections for requests that
cannot be filled due to lending policies in place. Doing this saves the library staff from having to
review a request and deny it. Instead, the system bypasses the library based upon previously set up
deflection policies. D

Deflection Policies Summary

A deflection policy may be useful, for 7 Level " Deflection Policy
. . . bl | -
example, when a library’s policy prevents = ** Snable Rea e b
loaning DVDs or VHS videos through - s
interlib 1 Lik . lib , EDIT to make changes to existing
interlibrary loan. Likewise, a library’s deflection policies.
policy may prevent loaning materials newer comy e defect
0 move existing deriection
than 6 months thrOUgh ILL. policy content to a new policy when
much of the information is
repeated. e

DELETE to remove an existing
policy from the system.

1. Click DEFLECTIONS in the Policies tab to view the Deflection Policies Summary.
2. To create a new deflection policy, click NEW. A blank policy record will be displayed.

3. Enter the information for the deflection policy. Click on the hyperlinks for each field to see a
description of the field.

e Service Type — Identifies the type of

request to which the policy will be applied @.-

e Deflection Type — Identifies whether the “ Policy Name | Vigeos
deflection policy will be applied in real time ""M

. Deflection Type | Enable Real Time Deflection s
in the system. Be [Enablo! S ‘
Deflect - deflect the request if all the following deflection criteria apply:

e Format — Identifies the types of formats Eormat | vIQ\

to which this policy will apply. Select from B vual waterial - ovo - (=== drop-down box
the drop-down box and the format type will ocLce 0 veusivaterat W 45 choose formats o
) 0cLC Group deflect.
be added to the list below the field. To add Borrower Maximum Cost oo on| |
more than one field to the deflection record, Material Age I(esshthan Sl e tan[ ¥
. either or both fields may be set
repeat the process of Selectlng from the B o= e e e i ri e e P S E
Format
drop-down box. oeLe Gro

e OCLC Group — Identifies group(s) from
which requested would be deflected
e Material Age — Specifies the age of materials for which requests would be deflected.

4. The library may identify formats or group exceptions to the deflection rule.

5. When done entering information, click SAVE.



